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How to Submit an Initial Private Security Registration Application 

 

Go to http://www.dcjs.virginia.gov/rocs/Login.aspx. 

 

You must have first registered in the system before you can login.  If you have not registered, please see instructions on 

“how to register in the new ROCS system.” 

 

 
 

 

 

http://www.dcjs.virginia.gov/rocs/Login.aspx
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Enter user id and password.   

 
 



3 

 

Then click the “login” button. 

 
 

 



4 

 

When you have successfully logged in, you will see the licensing homepage with your name and address. 
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Left side menu choices: 

1. Initial application: to submit an initial application. 

2. Renew license: to renew a credential that is about to expire. 

3. Duplicate license:  request a replacement for a license that was lost. 

4. Demographics update: change YOUR personal address. 

5. License address change: for businesses and schools only. DO NOT USE!!! 

6. Manage categories: to see categories on your registration—to include firearms—and to add categories. 

7. Cart: to checkout. 

8. Logout: to exit the system. 
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To submit an initial application: 

 

Click “initial application” button on left menu. 
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You will then see this page: 
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Select “private security services” from the “profession” drop-down menu. 
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Select “RE Registration” from the “license type” drop-down menu.  
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Select “application” from the “obtained by method” drop-down menu. 
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Click the “start application” button. 
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You will see this page.  Please note that you fingerprint applications must be mailed in with a fingerprint card and 

payment. 
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Click the button “Click Here to Start Your Application.” 

 
 



14 

 

You will see this page: 
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1. Select your categories such as armed security officer, handgun, and shotgun.   

2. Select “obtained by method” as application.   
3. Make sure to check the box next to each selected category in the “selected” column. 
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1. If you are an unarmed security officer, select RE11 Unarmed Security Officer.   

2. Select “obtained by method” as application.   
3. Make sure to check the box next to each selected category in the “selected” column. 
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After you’ve made your selections, click the “save” button at the bottom left of the screen. 
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It will ask you to verify your address. Edit if necessary.  If it is correct, please select the “complete” button. 
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The next screen is to verify employment. If you are not yet employed, click the “complete” button. 
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If you are employed, click the “add” button. 
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You will then see the search for employer screen.  Fill in employer name, city, and state. 
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Click the “search” button.
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You will see your employer listed.  Click on the name of the employer and it will take you to this screen. 
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Fill in your position title and start date.  You do not need an end date if listing your current employer. 
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When finished, click the “save” button. 
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Notice how the left menu shows your progress with check boxes.  You can click on any of them to go back to that page if 

you need to edit the information. 
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After the employer screen, the next screen asks about criminal history.  Accurately and honestly answer the 2 questions. 

 
 

 

  



28 

 

If you have a conviction or a previous security credential has been revoked, you need to report it as follows: 
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Scroll to the bottom of the page and read the attestation.  
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Click the “submit” button. 
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You will see a summary screen which will give you another chance to make any edits necessary. 

 

Verify your registration categories. 
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Verify your address as the “licensee.” 
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Verify your answers to the criminal history questions. 
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To make any changes, use the menu on the left to go to the appropriate page to make your corrections. 

 
 

 



35 

 

Once you verify that everything is correct, click the “add to cart” button at the bottom of the page. 
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This is the cart page. 
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If a Third-Party is Paying for Your Application 

 

Notice the text underlined in the second paragraph—it is not underlined on the web—as it explains how to let a third-party 

pay for your application.  Notice the “token” column.  This is the number you need to send to your employer or other third 

party if they are paying for your credentials.  Do NOT click the “CHECKOUT” button. 
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If You are Paying for Your Own Applications 

 

Click the “checkout” button.
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You will come to the payment screen. Fill out the billing address information.
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Then fill out credit card information. 
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When finished, click the “submit” button to process and receive a receipt.

 


